Job Description:  

Executive Director
POSITION OVERVIEW

The Executive Director of The Arc of Tempe reports to the Board of Directors.  In collaboration with the Board, the Executive Director provides direction and leadership in advancing the organization’s mission and strategically achieving its goals and objectives. The Executive Director strives to bring best practices to all aspects of the organization through thoughtful management and inspired leadership.

RESPONSIBILITIES

Administrative

· PERSONNEL

· Responsible for the recruitment, employment and release of all personnel, both paid staff and service volunteers.

· Ensures that job descriptions are developed and maintained, that regular performance evaluations are held and that sound human resource practices are in place.

· Ensures that an effective management team, with appropriate provision for succession, is maintained.

· Maintains a climate that attracts, keeps and motivates a diverse staff of top quality people. 

· FINANCIAL

· Responsible for developing and maintaining sound financial practices.

· Works with the staff, Finance Committee and the board in preparing a budget. 

· Maintains fiscal oversight to ensure that the organization operates within budget guidelines.

· Ensures that adequate funds are available to permit the organization to carry out its work.

· Maintains current monetary fund raising levels and works to increase these levels.

· GENERAL MANAGEMENT

· Conducts official correspondence of the organization jointly with the Board of Directors.

·  In tandem with designated officers, executes legal documents.

· Recommends policies to the Board and/or assists Board in the formulation of policies.

· Ensures implementation of policies.

· Has chief responsibility for public accountability of the organization.

Resource Development 

· FUNDRAISING
· Maintains current fund raising levels and works diligently to increase these levels.

· Participates in all aspects of fundraising activities: grantseeking, personal solicitations, corporate partnerships, etc.

· Secures funding for all programs and events with assistance from the Board of Directors and designated staff.
· Develops an annual fundraising plan and oversees implementation to raise funds to carry out the mission of the organization, in conjunction with appropriate staff and Board members. 

· GRANTS

· Coordinates planning, research, organization and development of solicitation opportunities to secure grants.

· Overseas the writing, submission and follow up of grants that best match goals and program strategies of the organization.

· BOARD DEVELOPMENT

· Serves ex-officio on all committees of the Board.

· Provides support to the Board in recruitment and orientation of Board members.

· Plans Board meetings in tandem with Board leadership and prepares agenda and materials for these meetings.

· Maintains open communications with Board members, singularly and as a group, on an ongoing basis.

· Jointly with Board leadership, conducts an annual Board evaluation process.

Marketing/Communications

· Develops an annual marketing/communication plan and monitors implementation. 

· Keeps the board fully informed on the condition of the organization and all important factors influencing it.

· Promotes awareness of the organization activities, programs and goals to key stakeholders and the general community.

· Establishes sound working relationships and collaborative arrangements with government agencies, community groups and organizations that share the same values as the organization.

· Serves as key spokesperson of the organization by representing the programs and point of view of the organization to agencies, organizations and the general public.

· Oversees the development of collateral materials.
· Maintains appropriate relationships with other professional and social service groups including membership on appropriate community committees and service projects.

Program Development 

· Assures that the organization has a long-range strategy, which achieves its mission.

· Provides leadership in developing program, organizational and financial plans with the Board of Directors and staff and in carrying out plans and policies authorized by the board.

· Promotes active and broad participation by volunteers in all areas of the organization’s work.

· Ensures that official records and documents are maintained and that compliance with federal, state and local regulations occurs.

· Encourages and provides resources for staff and volunteer development and education and assists program staff in relating their specialized work to the organization’s total program.

· Maintains a working knowledge of significant developments and trends in the field of developmental disabilities and nonprofit management/leadership issues.

· Conducts annual program evaluation.

· Acts to maintain highly effective client/consumer relations.

SKILLS REQUIRED

· Self-motivated, dedicated multi-tasker.
· Ability to manage people effectively.

· Ability to plan, organize and implement appropriate activities.

· Outstanding written and oral communications.

· In-depth knowledge of the philanthropic/non-profit sector.

· Computer literate.

· Experience with budget development, monitoring and evaluation.

· Work effectively with volunteer Boards and committees.

QUALIFICATIONS

· Three years of experience in nonprofit or corporate management with demonstrated progression in responsibilities.

· Three years of fundraising experience with proven track record securing significant gifts and  maintaining long-term private and corporate donor relationships.

· Extensive experience dealing with community leaders, with a strong base of current networking contacts in Arizona.

· Bachelor's degree or equivalent additional work experience.

COMPENSATION

· Salary + Budget Bonus tied directly to attainment of fundraising goals.

· Cell Phone Allowance

· Paid Vacation

· Medical Insurance Allowance


